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Introduction :

OnJanuaryl3, 2022, the Office of the City Auditor sent a memorandupgendix A) to the

Mayor of Syracuse, Ben Walsh atiie Commissioner of the Department of Parks, Recreation

& Youth Programs, Julie LaFav&he memorandum formally announces the Office of the City
Auditor initiating a Performance Audif the procedures dmpractices employed in the issuing

of permits for the facilities operated Hye Department dParks, Recreation & Youth

Programs, including the record of monies in permit fees collected over the last three and a half
calendar yearer request by Cityf@yracuse P District Common Councilor, Patrick J.
Hogan(Appendix B).

The Office of the City Auditor is responsible for reviewing the activities of all the Departments
of the City in accordance with the Syracuse Charter Sect&fi15#1) Appendix C).

Consistent with Section-501 of the City of Syracuse Chartadditionally this Audit is a
follow-up to the Facilities Audit of the Department of Parks, Recreation & Youth Programs
conductegreviouslyby theOffice of the City Auditoy published ompril 17", 2018.

Objectives and Scope:

The primay objectivesand scop®f the Audit are:

1 Complete dull review of the procedures and practices involved in the issuance of permit
fees forthe facilities operated by the Department of Parks, Recreation & Youth Programs

f The Performance Audit covers the time period from Janutgrai9, through June %0
2022.

1 Follow-up with the Department of Parks, Recreation & Youth Programs on the
Recommendations from the 2018 Facilities Audit.

{1 Provide disting of monies in permit fees collected from Janu&hy2019, through June
30", 2022.
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Methodology:

The Office of the City Auditor used the following methods to review and assess the procedures
and practices employed by the Department of Parks, Recreation & Youth Programs in the
issuance ofequiredfacility permitsfor athletic purposes argpecial events

1 We reviewed the Facilities Audit of the Department of Parks, Recreation & Youth
Programs conductegateviously by the Office of the City Auditopublished on April
17h, 2018.

1 We met and discussed policies and procedures for reservaagity for specific location
with the following Department of Parks, Recreation & Youth Programs staff members

o Julie LaFave, Commissioner of the Department of Parks, Recreation & Youth
Programs

o Britney FarmerSpecial Events Coordinator
o Trevor Wallace, Adlt Athletics Coordinator

1 When meeting with the staff of the Department of Parks, Recreation & Youth programs,
we requested arglibsequentlyeceived a Management Response regarding the five
Recommendations made in the previously referenced 2018 Fadilitik#s as a follow
up in determining if the Recommendations were implemented to eliminate deficient
internal controls as documented in the 2018 Audit.

1 When meeting with the Parks staff, vegjuested ansubsequentlyeceived a thorough,
beginnihg to end Brmit Processing Guide (for new employees), used by the City of
Syracuse in scheduling/reserving facilities, collecting payments and issuing permits for
facility usage.

1 When meeting with the Parks staffe wequested anglibsequentlyeceived a detailed
schedule of monies in permit fees collected for the past three and a half calendar years
(January ¥, 20191 June 30th, 2022), broken out by specific facility/location and
calendar year.

NOTE: The Office of the City Auditor recognizes the cooperation and efforts and transpar
made by the Department Barks, Recreation & Youth Prograstaff to answer all requests
for information made by the Office of the City Auditor during our research.
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Background:

Theprevious ternOffice of the City Auditorconducted a Performance Audit the management of

the Department of Parks, Recreation & Youth Programs facility usage, covering the time period of
April 1%, 2017, through December32017. The main objectivef the Audit was to reconcile

facility reservations to permits, and facility usage to payments of permjttéeegaluate the internal
controls involved in théacility usagananagenrent.

During the internal controls evaluationtbe Audit, significant deficiencies were identifiédgcused
mainly on adverse organizational abilities in the record keeping practices of the Parks Department.

Here is a directy-quoted summation of the significant findings from the 2018 Facilities Audit:

o Altis our responsibility to communicate internal matters representing significant deficiencies
of the internal controls. During our internal controls evaluation, we discovered adverse
organizational abilities in their record keeping practices. The Pagartment brings in
revenues through various contractagteements with local leagues and specially permitted
events. This is a large operation responsible for maintaining and regulating several indoor and
outdoorr ecr eational facilities across the City

o fAWe engaged in conversations with staff regarding policies and procedures for reserving a
facility or specific location. The Department has use of eTrak, an online data collection
service that allowshe staff to schedule and track information of each facility. It allows or the
input of contact information of each party renting a facility and has the ability to track daily
payments of each permit and rental. It also allows for the collection of datanfoner camps
and programs. We learned you can reserve a location wphgatentput you will not
obtain a permit until payment is received for the reservation. The reserving party is allotted a
10 business day grace period in order todiocthe reseration; any other parties interested in
the location are placed on a waiting list. The reservation information is not publicized on the
City website you have to contact a staff member with eTrak access to find out whether a
facility or location is availale. eTrak also allowfor the data to be exported to a public
platform, like the City website, but that feature is not currently used. Information and
documentation for permit priority, fees, disciplinary action, inclement weather policy,
conditions of tems & limitations of permits are all available online or upon requeést

o At should be noted that this department currently does not accept electronic payments or
credit cards. Once the funds from various activities aeeei ved by the CFO,
recordel on a single running paper general ledger. It has recently been changed where each
activity now has its own paper ledger thus making it easier to track payments but still on
paper and an antiquated process.

o fThe (permit fee payment) deposits are notentty reconciled against the payments traced
thru the eTrak system. This procedure could easily track whether or not the daily amount
collected for rentals and services is accurate and whether internal fraud currently @xists
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o

1

fiOur evaluation of internal controls at the
reveals a medium to high risk threat throughout the scheduling and accounting systems.
Policies and procedures must be implemented for these internal control operatamnseh

they can reduce the opportunity for unethical acts. The absence of these policies leaves the
opportunity to commit errors and/or fraud. Some key problematic areas to consider are close
associations with clients, the ability for multiple employeesiéixe changes within the eTrak
system, failure to produce accurate accounting records, inadequate monetary security systems
and miscommunicatiortsetween stafb

AOur office detected highly material misstatements; we are paying special attention to
Oi it emmat e cramdbif tal me rho = lnefitiagya lheahfdpofi league,
authorized by th€ommissioner of Parkd his activity is beyond the scope of the
Commissionerauthority and does not have any supporting written policies or procedures.
This type of activity requires approval in the form of legislation passed by the Common
Council due to its direct effect against the general fund. The reputation and reliability of
financial statements, the effectiveness and efficiency of operations rsupdianace with
applicable regulations are all at rigk.

AThe following is a sample summarg:

Burnet multi -purpose field usage by local foiprofit league:

48 Days Between: May ¥, 20177 October 18", 2017

Requested Days: Mondayods & Wednesdayods
168 hours @ $15.00. + $30.00 Permit Fee = Total Charge:+$2,550.00

Payment reference:

5/12/2017
Credit Memo per Commissioner:(-$2,25000)

Payment Received$300.00check received by a staff member, appropriately delivered to
the Administrative Officer and depositedttee General Fund
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O Burnet Park turf usage by ACommi ssioner 6s

0 20 Scheduled Occasions Between: Jur)17i November, 2017

0 47 hours @ $75.00. + $100.00 Deposit Fee + $30.00 Permit Fee = Total Charge:
+$3,805.00

0 8hours @ $75.001r. + $100.00 Deposit Fee + $30.00 Permit Fee = Total Charge:
+$880.00

o Payment Reference:

0 4/18/2017

o Cash Payment:($3,805.00)

o 8/15/2017

o Credit Memo per Commissioner:($880.00)

o 1A cash paymentis normally referred to as a payment received to satisfy a charge for
services with cash being received by the Chief Financial Officer, deposited and documented
with a deposit receipt. Aredit memois used as way of satisfying a charge for services
with an electronic reimbursement with no actual payment being received in the process.
Commonly a credit memo is used to fssag.i veo
This cash paymentlisted above has no record of any cash being received by the
department and/or deposited into the General Fund. Failure to obtain sufficient proof of this
accepted payment such as a deposit slip, suggests concealment throughdalse
di sclosure. These acts could have displace
$6,935.00 0

o MNHAdditionally, during the course of the audit we tested the eTrak system to fully understand
the process by which a facility ieservedand payments received are documented. During
this meeting, we were able to detect transactions deleted by staffintieramew with
multiple staff members, we learned that the deleted actatya local lacrosdeagueand
the deletiorcame at the request of ti®mmissioneWith multiple users allowed to make
any changes in the eTrak system, this is a significaakmess in controls because it allows
for the schedules to be altered at any time. The systems utilized by the Department are
poorly controlled and implemented by top management; the assessed control risk is high,
meaning the current internal controls leétve entity vulnerable to fraud and illegitimate

activitieso
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Burnet Park turf usage by local nonCity affiliated lacrosse league:

9 Scheduled Occasions Between: Oct 201 Dec 2017

36 hours @ $L5Qhr. + $100.00 Deposit Fee + $30.00 Permit Fee = Total Charge:
+$5,530.00

Payment (per league organizer):

fiCash Payment: $3,825.0&as delivered to the Commissioner of Parks at the Department
Office on Spencer Street, with no receipt for payment provioléloket league organizéNe

verified with the two employees who handle deposits that the cash was not delivered to

them by the€Commissioneand t her ef ore not deposited int

fiwith multiple users allowed to make any changes ireffrak system, this is a significant
weakness in controls, because it allows for the schedules to be altered at any time. The
systems utilized by the Department are poorly controlled and implemented by top
management; the assessed control risk is high, inge#ime current internal controls leave
the entity vulnerable to fraud and illegitimate activities.

fiContinuing thenvestigationwe also discovered social media posts pertaining to the
unpermitted and 6on no accounpurposgfaciitl usage
There is also pending evidence of foty persmnd with keys to city owned facilities.

Dates of documented unscheduled, ngpermitted and unpaid field usage:

September 2017

0 9/23i Burnet Indoor Field
October 2017

0 10/14i Burnet Indoor Field

o 10/7 Burnet Indoor Field
November 2017

o 11/771 Burnet Indoor Field
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Listing of Monies in Permit Fees Collected Adult Athletics:

*2022 is from January 1st, 2022 June 30", 2022

Calendar Year |

01.420010 - Adult Athletics (Permits & Turf) 2022 2021 2020 2019 Total

1| Barry Park Ball Diamond 5200 5250 530 530 5510
2| Barry Park Soccer Field #2 S0 ] SED S1ED 5240
3| Barry Park Soccer Main #1 S0 ] ] %30 5120
4| Burnet Park Multi-Purpose Lower 50 51,791 51,350 560 53,201
5| Burnet Park Multi-Purpose Lower Lights 50 52,745 51 463 50 54 208
6| Burnet Park Multi-Purpose Upper 50 50 5120 o000 51,020
7| Burnet Park Softball Field Bnl 550 %0 S0 S0 550
B| Burnet Park Softball Field Bn2 53,300 50 S0 50 43,300
9| Burnet Park Softball Field Bn3 [Lighted) 5310 50 S0 50 5310
10| Burnet Park Softball Field Bn3 Lighting 5405 50 S0 500 5445
11| Burnet Park Turf 57,000 $10,B85 52,900 52,533 423,318
12| clark-Spaulding Baseball Field 5350 5150 530 530 5560
13| clark-Spaulding Soocer Field #1 S0 ] &0 %30 530
14| clark-Spaulding Soccer Field #2 S0 %150 &0 =0 5150
15| Clary Multi-Purpose Field 600 %379 536 %30 51,045
16| comfort Tyler Ball Diamond 5250 %0 S0 %30 5280
17| cummings Field #1 S0 %0 S0 %30 530
18| Dr. Weaks Multi-Purpose Field 5250 31,620 S0 50 51 870
19| Eastwiood Heights Baseball Field 50 50 S0 530 530
20| Eastwiood Heights Multi-Purpose Field 5100 5150 530 530 5310
21| Frazer Park Multi-Purpose Field 50 50 51,080 50 51,080
22| Homer-Wheaton Baseball Field 5150 5150 50 530 5330
23| Huntington Park Multi-Purpose Field 5050 50 S0 50 5050
24| Jubilee Park Lttle League Field S0 %150 &0 =0 5150
25| Kirk Park Bassball Field 5150 5275 S0 530 5455
26| Kirk Park Football Field S0 5365 S0 515 5380
27| Kirk Park Practice Footbzll Field S0 515 S0 %15 530
28| Lemoyne Baseball Field 5150 %150 S0 %30 5330
20| Meachem Multi-Purpose Field S0 %510 530 %270 SE10
30| Meachem Softball Field #1 Lighting 50 5630 S0 5630 51,260
31| Norwood Park Multi-Purpose #1 5150 5700 530 560 5040
32 | Norwood Park Multi-Purpose #2 5150 5450 530 560 SE00
33| Roberts School S0 50 S0 530 530
34| Roesler Park Basebzll Field #1 50 50 50 530 530
35| Schiller Park Soccer Fisld 5250 51,000 S1BD =0 51,430
36| Sherman Park Ball Diamond #1 5150 ] &0 %30 S1B0
37| sherman Park Ball Diamond &2 5100 ] &0 =0 5100
38| sherman Park Multi-Purpose S0 a0 530 %30 5150
39| sunmycrest Baseball Field S0 %250 5563 S0 SE13
40| sunmycrest Baseball Field Lighting S0 %0 5450 S0 5450
41 | sunmycrest Main Turf Fiald %E,962 518,336 5650 55,325 433,313
A2 | sunmycrest Main Turf Lighting 5364 5425 S0 5575 51,364
43 | sunmycrest Practice Turf Field 512 207 10,762 52,436 £2,723 428,127
44 | sunmycrest Practice Turf Field Lighting 53,242 52,262 SE3 5200 56,530
45| Thornden Park Football Field 5350 5540 530 5120 51,040
46 | valley Turf %2,750 3,702 51,936 52,501 410,979
47 | valley Turf Lighting 525 57E6 4628 5513 41,851
48 | Wadsworth Park Basebzll Field 5140 %150 &0 S5ES SETS
49| washington Sguare Park Soccer Field 550 %50 S0 %30 5130
50| westmoreland Park Baseball Field 50 50 50 580 500
Total $43,105 $59,B68 $15,055 $1E,044 $135,073
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Listing of Monies in Permit Fees Collected Special Events:

*2022 is from January 1st, 2022 June 30", 2022

Calendar Fear |

01220010 - Speoal EVents - Rentals 2022 2021 2020] 2015 Total|

1| Bandwezon [ City Stare] FE 542,200 51,430 55,130 30,260
2| Bairy PErk 53 311 5240 5300 5270
3 Biling: Park =0 5130 50 250 5240
4| Bob Cecile Comimunity Cenker 50 0 50 513C 5130
5| Burnet Perk 51m 5430 30 S3L0 5230
B| Clirton Sguare 56530 57,000 550 5270 514,270
7| Columbus Cirdie 3330 3230 330 5230 a0
B| Comtart Tyler Park Peilion 31,100 32,360 3240 51,213 54,783
5| Fayette Park [Fire Fighter's #ark] 5100 20 580 50 5180
10| Formain Perk [Polios Memcrial Park) %0 5120 50 5240 5330
11| Frankdin Sousre Park 51,073 5353 230 S e 52 810
12 | Geperator 51,430 51,600 50 S0 53,030
13| Greenway Circle =0 3] 330 230 580
14| Harower Sgusre et 3310 30 51,000 51,360
15| Homer Whesaton PErE =30 =0 50 S0 530
16| Homer Wheaton Pevilion =0 =0 390 30 S50
17| Irner Harbor 31,310 31,273 3200 5283 53,070
18| Kirk Parc =30 50 S0 530
19| Kirk Park Covensd Basketball Pavillion 3410 3430 380 5230 S1,130
20| Le=mverwartn PEk 3340 o ] 240 230 STC0
21| Lincoln Park et 3] 30 50 S
22| Lower OncndagEs Park S0 5230 50 SEC 5360
23| Magnarelli Symnasium 59,500 56,540 50 53,740 £15,100
24| McKinley Park =0 ] 30 50 S
25| Meachemi ?n':irgLn't 5300 51,300 560 S0 51,BE0
26| Onondeza Park 3100 3430 30 30 5330
27| Onondezs Perk Gazebo S4%Y 54,200 2420 5340 52,383
28| Onondess Pari Favilian 51,500 51,503 2270 51,113 54,850
29| Ormand Spencer Fark 3130 =0 30 60 5210
30| Pass Arborethem =0 3] 30 23 3G
31| Rand Tract =0 5200 50 50 5200
32| Sankofs Park 3470 3910 30 S240 51,350
33| Schiller Park SEM 5380 330 5140 S1,13¢
34| Schiller Park Gazeba =30 5233 530 5180 5313
35| Siaddy Park 3300 3400 330 S1an 5230
36| Spirt of Jubilee Park 3140 3410 30 5320 270
37| Thorniden Park =30 =0 50 FELE 5810
3B| Thornden Fark Amphitheater 333 31,453 3230 S3IED 52,420
39| Thornden Park Ce'rin;: House 5400 5450 5300 SEED 52,4590
40| Thornden Park Grove =0 5200 5120 50 5330
41 | Thornden Park Li'|' Poind =30 5300 2130 5300 5BC0
42| Thornden Park Favilian 31,910 33,253 2330 SE70 56,393
43 | Thornden Park Rose Garden SETS 5330 5333 5240 52,030
44| Undan Park 5330 5200 530 S0 5380
45 | Walrut Fari =0 =0 30 S3IED S3ED
85| Walrart Park [between &dsms and Harrison)] %0 5100 50 53C 5130
47 | Walnaut Fark |:-Erh‘be"| Kiarshall and A= '115:| =30 5200 50 5180 5430
28| Walnut Fari [betwsen Waverly and Marshali) =0 3400 30 S240 S0
49| Ward Eskery Park =0 ] 330 5130 210
50| Washington Squane Fark 2200 3330 30 SED SEL0
51| Wilson Park FEM 3460 30 380 51,160
Total 536,610 545,350 55,675 524,475 $115.E!.|'.1

10
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Parks Department Response to the Recommendations Froime 2018 Facilities Audit:

1. RecommendationProper communication within management is essential to achieving the
goals of the department and informing employees about rules of conduct for dealing with
potential fraud. Whether the communication is from staff to management or management to
staff, providing clarity is most important and omits confusion, uncertainty, and ambiguity.

ResponseRegular discussions and meetings are held with current as well as new employees
regarding facility payment due dates, collecting payments, as well as ptepgito process
payments so that the processes are being done the same by all divisions.

2. RecommendationExternal communication to potential patrons of the facilities is also
important for the Department. Creating an online plateauwsfdreduling and marketing
would allow for an audience of customers to have a better idea of the resources available at
the organization. When possible, posting reserved (unpaid) and booked (paid) locations
would also be help disseminate information to the esers.

Responsefacility permits are now available online by visiting the Parks Departments new
software system dittps://syracuse.recdesk.co@onstituents can now view the schedule of
the parks and applgr permits directly online. Once a request by a patron online is made, it
alerts them that the request has been submitted and will either be approvetusiBess

days with a follow up email containing a link to make the payment of the permit fee OR
someone from the department will reach out if there are further questions before approving
and sending the payment link.

Once a permit r e RecDeshsoftwase séndsphp patvon ancemailt h e
containing a link directly to pay for their perméef online via cred/debit card. They are given

a grace period of 3 business days to make payment. Patrons who do not have the means to pay
by card are able to still come directly to the Parks Department main office and pay by check,
cash, or money order. YAaent by these methods are electronically logged and tracked in
RecDesk

Since the implementation of credit card payments directly online, we find that most of our
constituents prefer this convenient method of payment.

3. RecommendationThe Parks Departnm currently has no existing legislation or any written
criteria for fee waivers. The department should have legal documentation of policies and
procedures pertaining to the discounting or waiver of fees for neighborhood groups, local
leagues, noiprofits, etc. These discounts and waivers need to be approved by the Common
Council either individually or parameters need to be set for when fees can be waived by the
Commissioner.

ResponseThis is an area that the department is still working on and will asatim push for

a solution.
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4. RecommendationAccounting practices should exist with elements to perform proper bank
reconciliations. Currently, paper ledgers are used to document permits and events that have
been paid. We believe that eTrak usalgeuld be expanded. In addition to scheduling events,
storing contact data and payments received, eTrak should be used to collect payments with its
online payment system. The Department should be able to match deposit records to a daily
report made availale thru eTrak. When our office requested information to perform this task,
the initial information was insufficient. After a review of eTrak with staff, sufficient data was
received.

ResponseThe department has moved on to electronic ledgers for marilested. Since

moving to RecDesk all fees run through this system. We now have POS systems at our golf
courses and rinks for constituents to pay directly via credit card, cash, or check. All payment
methods run through this POS system in RecDesk. Pexenidyments, rentals, etc. also run
directly through rec desk.

Reports are run regularly by the admin office by pulling our revenue out of RecDesk that
includes and shows all payments collected. This reporting will show how much came in for
each of thdollowing categories: Cash, Check/M.O., Credit Card. The report them further
breaks it down by the GL Account it was deposited into. Each division within the Parks
Department has their own GL Accounts that shows what they have collected during the time
period that the report was run for.

5. RecommendationBased on the extensimemberof programs and multiple facilities that the
Parks Department collects money for, it should be an operation that handles collections with
modern day standards. Currently, théseno ability to accept payment by credit cards or
electronic checks. We believe this is preventing the collection of revenues in some situations
and is unattractive to customers and clients who are accustomed to using electronic payment
methods. We weggovided examples where residents attempted to pay electronically and
were turned down and asked to seek out the nearest ATM. The parks department should
consider accepting electronic payments as soon as possible. Parks staff advised us that they
were toldelectronic payments were not allowed by law; we were not able to find evidence of
such law. Currently the City accepts electronic payments for tax bills, water bills, and parking
violations. We believe that a similar system can be utilized for payméettoni at the Parks
Department.

ResponseWe have corrected this issue by accepting credit card payments tfitecDesk
both for facility permit payments and by using BecDeskPOS system at all 2 rinks and
both golf courses.
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Findings and Recommendations

Finding #1. The significant deficiencies in internal controls found in the 2018 Performance
Audit of the Department of Parks, Recreation &Youth Programs have been addresseahd
corrected to the point of becoming a strength of the Department.

Through serious seleflection, planning and commitment to changing the culture at the Department
of Parks, Recreation and Youth Programs, the staff has been proactive in the impiemehtiae
recommendations from the 2018 Performance Audit. The addition of the RecDesk software has

given the Department and the potenti al patrons
the efficiency of applying foprocessingand i ssuing facility permits.
il l egitimate activitieso, as documented in the
processo of tracking permit applications and c

overhauled and improved immensely. The new process has proven worthy of the large responsibility
for maintaining and regulating the multitude of indoor and outdoor recreational facilities across the
City of Syracuse.

Recommendation #1 Maintain and enhanae the level of service provided to patrons going
forward.

Admi ni str at i ohhé AdmRistatiproapmseeiates the recognition and is pleased the
Office of the City Auditor is in agreement regarding the value of RecDesk as a software tool to
manage online registration, facility scheduling and payment information.

Finding #2: The Department of Parks, Recreation & Youth Programs still has no existing
legislation or any written criteria for fee waivers, as recommended in the 2018 Facilities Audit.

The Commissioner has acknowledged that this is an area that the Department is still @roekidg
will continue to push for a solution.

Recommendation #2 The Department should have legal documentation of policies and
procedures pertaining to the discounting or waiver of fees for neighborhood groups, local
leagues, norprofits, etc.

There may be certain reasonable instances where City of Syracuse residedity norprofit
entities should be eligible fapecial discounts on facility permit fees, versus-@dgy residents
using the same facilities provided by the Parks Departrilentever, hese discounts and waivers
need to be approved by the Common Gxlugither individually or parameters need to be set for
when fees can be waived by the Commissioner.

Admi ni st r at i 2 nhé AdmRistratiproagrees with the recommendation and fully
intends to resolve the concern with written policies and praged, including legislation before the

Common Council, if warranted.
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Visual Guide on Processing Permits in RecDedkr New Employees

Thefollowing is a visual guidgprovided by the Department of Parks, Recreation & Youth Programs
during the course of our Performance Audit, for the period of Jad&fa®p19, through June 80

2022on the processing of permits by Parres staff
system.

Our Office strongly believes that his software is a significant and crucial upgrade from the

Department s previous eTrak software, in terms
security regarding vulnerability to fraud and illegitimate activities. We have high confidence in
the softwareds capability and the performance

Recreation & Youth Programs, in avoiding theinternal control issues that were inherenin the
eTrak system.

Once aconstituent applies for a permit directly onlinenétps://syracuse.recdesk.cpthe reservation
is efficiently processed through the steps presented below

1 Department Dashboard

Syracuse Parks, Recreation & Youth Programs ¢4

28 Dashboard Programs Memberships Facilities Mambers Leagues Registration Money POS Reports Admin

Flex Calendar
i@ Today is Tuesday, July 12, 2022 Dashboard
Home Recent Registrations Recent Reservations Recent Memberships Recent Members CRM+
) B Flex Calendar
Time Period:  Last 7 Days v
& Print Viersion
Top § Programs - Registrations Total Program Registrations 278
; Summer In-house {In Person) 152 & Go To Check In
Program Cnline 126 =,
J— _ w GoTo POS
raygrounc [ Total Receipts $15,085.66 T —
Program - . B Go To FlexForms
| ] Check $8,245.50
Sumined
Paygrouns [ N RecDesk Credit Card $5,490.77 & Quick Actions ~
Program 4 340 39
o 20 20 Cash $1,349.39
| Portal Actions =
Refunds $70.00

Top 5 Programs - Revenue = Shopping Cart
Half Day Invoices - Balance Due

Climics: Track o pending item(s
& Field (1- Open $33.058.75 o

Haif Diay Overdue: $3295875

Cines A bfarmer  ~
Lacrosse

¥oga in the Alerts & Notices
Park

Cnondaga.

]
o

3100

p—_
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2 Starting the Approval Process of an Online Reservation:

STEPS FOR PROCESSING ONLINE RESERVATIONS

From the home screen dashboard select the recent reservations tab Recent online reservations will show up with a blue box

next to them under reservation source

0 | @ hpsdismcuserecdesicom® X | (B Newtsb X | +

& O I () httpsy/syracuse recdesk.com/Dirzctor/home.aspe A G g

Syracuse Parks, Recreation & Youlh Programs  fy

FIUESECE Pogams  Memberships  Facliies  Members  Loagues  Registation  Money  POS Repots  Admin

Fix Calandar

# Today & Wednesay, June 29, 2022 Dashooard

Home | Receo!Régetraliond  Recen! Reservalions  Récen| Memberships  Recenl Membare 7 CRMe

10 v [BCORdS per page Search
& Prnt Version
Name Reservation Source,
X A — R @ Go To Check In
To start the approval process of an “’m ‘mm . One / ks B2 HaAM
0. P s
online reservation.. Comor Tyl Park Paviin  Ontine | wiee B 102N
: ’ 76002 B00AN mbnm
Click on the park name in BLUE fiis (e (i
THE2022 - 11:00 AM Neghborhood Meat & Grael
Meacham ke Rink [n oo mote BBNR 4P W Poral Actions ¥
B282022 - 7:00 PM Valey
o Shopping Cart
Lewds Park m s 628202 110PM
124022 - 100 PM Reurion Qoo teny
Inpes Harbes I hose | e B2 11ODAM
103072022 - 14:00 AM Witches and Heathens of CNY 4 tfarmer ¥
Thotden Park Liy Pond m nvoice L2 TirH] T%M
6302022 - 5:30 PM Memoria
Kirk Park Covered Baskelbad Paviko [ In hoitse nvoice 627202 300PM
TI2022- 3:30 PM Prayet in the Park
Thomden Park Pavion In house | (rifl7 B
12972022 - 3:00 PM Cumlus Office Picnic
Maschem ke Rink 10 house | 705 M
B0022 - %30 PM Valey
Showng 10 10 of 100 antries ! {5 Net
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Parks and Recreation Department Performance AuditPermit Fees

3 Printing Permit Request;

Member. | ::|
Date Range:
] Usage Data Time
& Birthday party 852022 12:00 PM - 400 PM

] Reserved Facility: Onondaga Park Pavilion

(i Notes 0

Reservation Id: (@QEEiF Golo Invoice
Note:

Create Date: 6/29/2022

Created By: Online

Private Note:

+ Onondaga Park Pavilion

Start Date Day Setup Time

8/5/2022 (Fri) Friday 0 min

Line Description: Birthday party

#

OIS ss000 5000

[ Documents 0 [

12:00 PM - 4:00 PM

Mamber

Facility- AN Facilities v

Click on FORM ACTIONS

Reservation Id: 1148626 i@ Flex Calendar

Apply Filier

Select Print Permit Request

& Go To Check In

wGoToFOS

Fee Security

& GoToFle Forms

Detalls »

@ View/Edit Forms Portal Actions +

w Shopping Cart
ﬂ pending itemis)

Print REQUEST TO RESERVE POLICY

Print Permit Request

Print ALL Forms A bfarmer =

Edit Enfire Series

Teardown Group Size

0 min 20 Edil Occurrence
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Parks and Recreation Department Performance AuditPermit Fees

4 Exporting the Permit Request as a PDF For Future Printing:

JNE RESERVAILIVND
Select PDF and then Export to pull up
the permit request in a PDF file that
can later be printed.

Close this Box after you export itto a

PDF file
+
yracuse.recdesk.com; Director facilities/reservationsearch.aspxreservation_id = 114862 68mode=1 A& g
et desk arks, Recreation & Youth Frograms
22 Dashboard ~ Programs  Membarshi (L E  Membis  Leagues  Regiz atio
Facilly List ~ Reserve Faciity — Resenvalion Search Pesmitting Templatd Add New Faclity  AlteMged Check In - SelfCheck In  Resenvation Appraval
il Todsy B Wednesday, June 28, 2022 Redeivation Search

Reservation Forms ®
g |0 o < € ¢ of1 3 %] Export to the selected Format v !:)nrt o oE
Wit acn
Permit Request
Check In

O ust
& Bn Event Typa
[ et Kids Bithday Party

3 s
-
g
=
4

Parmits are 550 for every four (4) hours you book the park. Pleasa select the start and end time of your permit requas

Start Time Requested ing Cart
12aoE Py item(s)
End Time Requested
400 PM

Expocted Number of Attendants;
2

CONDITIONS, TERMS AND LIMITATIONS OF PERMIT Checking off 2ach ruls and regulation indicates you have raa
agree to sach ona

PERMITS
True - & parmit will give you axclusive rights to an area within a park of your choice. Separate parmits are requirad for
lacation you choase, and thare will be an additional permit fee for each area. The permit applicant should have an ori
of tha parmit on their dasignated parson at the event(s) and'or activity and be able to produce sald permit at any requ
time by the Dapartmant of Parks & Recreation staff or poice. If the permit halder is not going to use a fieldfacility, tha
dates and times may noi be assigned or transferred. These dates and times must be made aware fo the Department

immediataly.
PERMITTEE RESPONSIBILITY

Taiiw Marnaaas caisad by pealinancs o a narkiathbatic facilibdsminmant will b assassad as 0o tha cos 1o cnract @
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Parks and Recreation Department Performance AuditPermit Fees

5 Assigning Appropriate Times For Online Reservations (based off PDF PermRequest):

i

syracuse recdesk.com/Director/f

m desk Syracuse Parks, Recreation & Youth Programs  fy

82 Dashboard  Programs ~ Memberships JEEIRLECEN Members  Leagues  Registration  Money POS  Repots  Admin

Faciidy List Reserve Facikty Ruservaton Search Permiing Template: Add New Faclity Altended Check In Sell Check In Reservatian Approval
i Todsy u ‘Wednesday, June 29, 2022 Resetvation Search
@ Support Center |
Member Fachity Al Faciities v
Date Range . Reservation |d 1148626
Apply Filtee

@ Print Version

& Go To Cnack In

Actions ~ e
Usage Data Time #  Member Feo Security : - -
@ Bngypety 85202 2ooPM-so0pM ) TGN 000 S0 IS0 W

Reserved Facilty: Onondaga Park Paullon —

ol Portal Achons ~

£ Notes 0 Documents 0 Tasks 0
Shopping Cart
Reservation it: (IIETY Goto nvoce ! 5
Mot @pevomy tens
Create Date: 6292022
Created By: Oniine 2 blsrmer v
Private Note:
Edi Enre Senes
+ Onondaga Park Pavilion
Click on EDIT ENTIRE SERIES to start
Start Date Day Setup Time Teardown Group Size
852022 (Fri) Friday Omin 1200PM-400PM  Omin 20 Eait Occumence asmlng the approprlate ﬂ based

off the exported PDF Permit Request

Line Description: Birthday party
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Parks and Recreation Department Performance AuditPermit Fees

6 Assignment of Permit Fee

Birthday party # Tdn Deails
Fustamer G
o v
oune of o~ I
Wisibility Color . 2337684

Statug  Approved

Mage

B Reservation Schedule

Standard Fea S50.00
Add-on Fee $0.00
Security Deposit 50,00
Tetal $50.00
v Onondaga Park Pavilion 1 tims $otis)
Total Faes

Start Date Erl Dane Fatus

lees + securty) /
Birthday pany
DEMA/0Z2 1200 PM OAMA/IZE 04:00 PM

50000 -

Send confirmation email to customaer

==

1B G T Chack IR

#ll Fortal Actiors =

w Shoppng Cart
D) panding itami

X blarmar =

Click on the little PENCIL to edit the
times and assign the permit fee




Parks and Recreation Department Performance AuditPermit Fees

7 Editing of Reservation Time and Permit Fee:

cuserecdusk.com, Director facilities ProcessReservation.aspxloperation=EDIT&reservationid=1148626&ncback=1 P Ty = B .
-desk Syracisa Pais, ) & Youlh Programs #

08 Dashboard  Programs ~ Memberships SRS Members  Leagues  Regsiaion  Money P05 Repords  Admin

Faciity List Resanve Facliy Resarvalion Sgarch Farmitting Templabes Add New Faciity Astanded Chack In Saif Chack In Resarvation Approval

il Today is Wednesday, June 28, J002

Ed# Reservation

Edit Reservation
i= Edit Facility & Piinl Vessicn
@ Go To Check In
Facility * GroupSize*  Line Description
Onondaga Park Paviion w il Birthday party
SwartTime (4052022 12 »: 00 v PM « Set Up {mins) Al Forial Actions +
EndTime 080872022 4 ow: 00 v PM v [ o Shopping Carl
D) pending e
iE Edit Fees
3 olamer ~+
Pee Type FeeAmount  Rate Type Security Depasit Adjust the times for the permit based off of the request you
Permit Fae Blogck 1- 850 00 per occumance » 50 Per Ocoume 0 .
exported to a PDF File
- Salect & Fee Type - -~
Permit Fee Block 1 - $50.00 EncE - .
Permit Fee Block 2- 5 ¢ OCOUTANGE Then assign the appropriate fees ($50 for every 4 hours the

Parmit Fag Block 3 - $150 00 per accurrance

Cancel m booked the park)
e Then SAVE CHANGES

20



Parks and Recreation Department Performance AuditPermit Fees

8 Editing of Reservation Time and Permit Fee (Continued):

comy/Directorffacilities/ProcessReservation.aspxToperation = EDITRresenvation|d = 11486268 noback=1

Birthday party

customer [Chawe
Hon Resident
Date of Birth
Visibility
Status AR proved

Mote

iE Reservation Schedule

w Onondaga Park Pavilion

Start Date End Date

Birthday party
80 12:00 PM OB0SF2022 04:00 PM

send confirmation email to customer

Cancel Reservation

m [ Oo To Check In
w Ga To POS

§ Co To FlexFoms

Color . 2337644

wll Porial Acons

w Shopping Cart
DD penang temis

L bfarmer =
standard Fae §50.00
Add-on Fee 50.00
Security Deposit 50.00
Tatal $50.00
1 time slotis)
Click SAVE RESERVATION
Taotal Fees
Status
[fees + secuarity)
= $50008 ~#

Save Reservation




Parks and Recreation Department Performance AuditPermit Fees

9 Completing Reservation:

om/Director/facilities/processreservation.aspx Toperation=_

- dES Syracuse Farks, Recreaton £ Youlh Programs ¢y

22 Diashboard Programs Memberships Faddlities Mambsars. Leaguas Regisiration Muniey POS Reporls Admin

Faciity List Resere Faoliy Aeservaten Search Permifiig Tergiabes Add Mew Faciity Aflended Chsck in Sell Check in Reserdalion Apgroval

i Today is Wednesday, June 28, 2002

W Flex Calendar

il Print Mersion
& Go To Chack In

Reservation Complete

Il Portal Ations T
Your resenvation was sawved

w Shopping Can
ﬂDn'mn: fern|s]

o riain | e s

A blamer =

Click VIEW RESERVATION
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Parks and Recreation Department Performance AuditPermit Fees

10 Sending Permit Fee Invoice Fee to Customer:




